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A. Calibrated PMES General Process Flow

Position 
Profiling
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Generation
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B. Process Flow for Position Profile

Note: Email notification function will 
only work for valid email addresses 
registered in the system.



C. Accessing HRIS + System

1. Open Chrome Browser

2. Enter URL: 
http://hris.aspacphils.com.ph

3. Enter your credentials and 
click the Log In button

1
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D. Draft Position Profile
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1

2

Position Profiling
Performance 
Evaluation Reports Generation

1. Go to PMES tab of 
HRIS+ menu bar then 
select the Position 
Profile menu.

2. Click the Create New 
Position Profile 
button. Note: Only the following employee/employee levels can 

access this module: 
• Division Head 
• Department Head
• Section Head
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3. In the Select Position 
Title section, select the
Department from the 
drop-down menu.

4. Select the Division 
from the drop-down 
menu.

5. Select the Position 
Title from the drop-
down menu.

5

3

4

Position Profiling
Performance 
Evaluation Reports Generation
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6. Input DCRF Number 
of the Job 
Description (JD) for 
this Position Profile.

7. Input Position 
Summary.

8. Click Next button.

6

7

8

Position Profiling
Performance 
Evaluation Reports Generation
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9. In the Individual 
Contributor Role tab, 
click Add New Work 
Activity button.

10. Input the following 
data respectively:
 Work Activity
 Enabling Output
 Terminal Output

9

10

Position Profiling
Performance 
Evaluation Reports Generation
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Position Profiling
Performance 
Evaluation Reports Generation

11. Select Applicable Competencies for 
the highlighted Work Activity.

12. To add more Work Activities, click the 
Add New Work Activity button 
located at the bottom of the screen 
and follow steps 9 – 11 above.

11

12
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13. Click Team Contributor 
Role tab. 

14. Click Add New Work 
Activity button located 
at the bottom of the 
screen.

13

14

Position Profiling
Performance 
Evaluation Reports Generation
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15. Input the following data 
respectively:
• Work Activity
• Enabling Output
• Terminal Output

16. Select Applicable 
Competencies for the 
highlighted Work Activity.

1615

Position Profiling
Performance 
Evaluation Reports Generation
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Note: There are a total of thirteen (13) 
competencies for all General Staff 
and an additional three (3) for 
Supervisors and Managers. 

17. For Supervisory Contributor 
Role, apply similar steps from 
the Individual and Team 
Contributor Roles above.

18. Click Next button located at the 
bottom of the screen.

Position Profiling
Performance 
Evaluation Reports Generation

17

18
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19

Position Profiling
Performance 
Evaluation Reports Generation

19. In the Input Competency Weights section, you 
may click the Save as Draft button to save your 
progress.
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20. In the Competency Weights 
section, input the respective
Competency Weights by 
inputting numerical figures 
or dragging the sliders.

Note: Non-applicable competencies are 
grayed-out automatically and 
cannot be edited.

Position Profiling
Performance 
Evaluation Reports Generation

20



1/15/2019 CALIBRATED PMES SPRINT 1 QUICK REFERENCE GUIDE 17

When configuring the 
Competency Weights:

 Graph will update in real time.

 Total Competency Weight will 
be computed in real time. 

 Total Competency Weight 
must always equal 1.00. Any 
balances will be shown under 
Weight Balance.

21. Click Save as Draft button.

22. Click Submit for Approval 
button.

21

22

Position Profiling
Performance 
Evaluation Reports Generation
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23. In the pop-up window 
that will appear, select 
Approver in the drop-
down menu.

24. Click Submit for 
Approval button.

Position Profiling
Performance 
Evaluation Reports Generation

23

24

Note: System will display a pop-up window
"Successfully submitted for approval"

Then system will notify the Department 
Head via email. 



E. Disapprove Position 
Profile

1. Click Pending 
Approvals button.

2. In the icons list that 
will appear, click 
PMES-Profile button 

3. Hit X button.
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2

Position Profiling
Performance 
Evaluation Reports Generation

3

Note: Only the Department Head has the  
authority to approve or disapprove the 
submitted Position Profile. 
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4. In the PMES-Position 
Profile section, select 
FOR MY APPROVAL 
status from the drop-
down menu.

5. Click the View button 
of the target Position 
Profile.

4

5

Position Profiling
Performance 
Evaluation Reports Generation
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6. Review the Position Profile
section and the Define 
Work Activities section. If 
unsatisfied, click the 
Disapprove button.

7. In the pop-up window that 
will appear, input the 
reasons for disapproval.

8. Click Disapprove button

21

6

Position Profiling
Performance 
Evaluation Reports Generation

Note: Once disapproved, system will 
notify the Division Head via email. 

7

8



F. Edit Disapproved 
Position Profile
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1

2

Position Profiling
Performance 
Evaluation Reports Generation

3

1. Go to PMES tab of HRIS+ menu bar then select the Position 
Profile menu.

2. Select DRAFT status from the drop-down menu.
3. Click the View button of the target Position Profile.
4. Repeat the steps from D. Drafting the Position Profile above. 

Edit as necessary.



G. Approve Position Profile

1. Click Pending 
Approvals button.

2. In the icons list that 
will appear, click 
PMES-Profile button 

3. Hit X button.
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1

2

Position Profiling
Performance 
Evaluation Reports Generation

3

Note: Only the Department Head has the  
authority to approve or disapprove the 
submitted Position Profile. 
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4. In the PMES-Position 
Profile section, select 
FOR MY APPROVAL 
status from the drop-
down menu.

5. Click the View button 
of the target Position 
Profile.

4

5

Position Profiling
Performance 
Evaluation Reports Generation
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6. Review the Position Profile section and
the Define Work Activities section 
then, as an option to further edit, click 
Edit button to update the competency 
weights by inputting numerical figures 
or dragging the sliders.

7. Click Approve button.

25

7

Position Profiling
Performance 
Evaluation Reports Generation

6
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8. In pop-up window 
that will appear, 
click the Approve
button.

26

Position Profiling
Performance 
Evaluation Reports Generation

8

Note: Once Approved, system will 
notify the Division Head via email. 



H. Clone Position Profile
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1

2

Position Profiling
Performance 
Evaluation Reports Generation

3

1. Go to PMES tab of HRIS+ menu bar then 
select the Position Profile menu.

2. Select APPROVED status from the drop-
down menu.

3. Click Clone Profile button of the target 
Position Profile.

Note: Approved Position Profiles can be 
cloned to easily create an updated 
Position Profile. 



281/15/2019 CALIBRATED PMES SPRINT 1 QUICK REFERENCE GUIDE

4

5

Position Profiling
Performance 
Evaluation Reports Generation

4. In the pop-up window that 
will appear, from the drop-
down menu, select the 
Position Profile to clone to.

5. Click Clone this Profile
button.

Note: Approved Position Profiles can be 
cloned to easily create a new Position 
Profile. 
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I. Process Flow for Performance Evaluation

START Evaluation Submit for Approval Approved?

Disapproved

 Appraisee s 
Certification

END

Email Notification Email Notification

Email Notification

Discussion of
 Evaluation

Note: Email notification function will 
only work for valid email addresses 
registered in the system.



J. Accessing HRIS + System

1. Open Chrome Browser

2. Enter URL: 
http://hris.aspacphils.com.ph

3. Enter your credentials and 
click the Log In button

1
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K. Draft Performance 
Evaluation

1. Go to PMES tab of 
HRIS+ menu bar then 
select the Evaluation 
menu.

2. Click the Create New 
Evaluation button.
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1 2

Position Profiling
Performance 
Evaluation Reports Generation

Note: Only the following employee/employee levels can 
access this module: 
• Division Head 
• Department Head
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3. In the Employee field, input 
the target Employee Name or 
ID number for evaluation.

4. In the Position Profile field, 
type the Position Profile. 
Matching Position Titles will 
appear as you type.

3

4

Position Profiling
Performance 
Evaluation Reports Generation

Note: System will automatically display 
the Department. 
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5. In the Type of Review 
field, select the Type 
of Review from the 
drop-down menu. 

6. In the Review Period 
fields, input the Date 
From and Date To 
using the mini 
calendar.

7. Click Next button.

5

6

Position Profiling
Performance 
Evaluation Reports Generation

7
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8. In the Rate Competencies 
section, click Rate Work 
Activities button a specific 
competency from the list.

9. In the window that will 
appear, input raw scores 
for each work activity 
under  Individual/ Team/ 
Supervisory Contributor 
Roles for the specific 
competency by inputting 
numerical figures or 
dragging the sliders (Stars).

8

9

Position Profiling
Performance 
Evaluation Reports Generation
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10. Input Notes to justify 
the raw scores.

10

Position Profiling
Performance 
Evaluation Reports Generation

Note: Notes are mandatory 
for the following ratings:
• Poor
• Unsatisfactory
• Very Satisfactory
• Outstanding
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11. Click Insert 
Notes as 
Remarks
button.

12. Click Close 
button then 
review the 
computed 
ratings.

13. Click Next
button.

12 11

Position Profiling
Performance 
Evaluation Reports Generation

13
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14. Enter remarks into 
the following 
fields:

 Notable 
Accomplishments

 Strengths

 Opportunities for 
Improvement 

 Overall Comments

15. Click Submit for 
Approval button.

Position Profiling
Performance 
Evaluation Reports Generation

14

15

Note: Always SAVE the EVALUATION to 
avoid losing data when unforeseen 
circumstances occur. 
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16. In the pop-up window 
that will appear, select 
the Approver from the 
drop-down menu.

17. Click Submit for 
Approval button.

Position Profiling
Performance 
Evaluation Reports Generation

17

16

Note: System will display a pop-up window
"Successfully submitted for approval"

Then system will notify the Department  
Head via email. 



L. Disapprove Performance
Evaluation

1. Click Pending Approvals 
button.

2. In the icons list that will 
appear, click PMES-
Evaluation button 

3. Hit X button.
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1

2

Position Profiling
Performance 
Evaluation Reports Generation

3

Note: Only the Department Head has the  
authority to approve or disapprove the 
submitted Performance Evaluation. 
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4. In the PMES-Evaluation section, select FOR 
MY APPROVAL status from the drop-down 
menu.

5. Click the View button of the target 
Evaluation.

6. Repeat the steps from K. Drafting the 
Performance Evaluation above. Edit as 
necessary.

4

5

Position Profiling
Performance 
Evaluation Reports Generation
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7. Review the Appraisee and Position Profile section, 
Competencies section, and Remarks section. If unsatisfied, 
click the Disapprove button.

41

7

Position Profiling
Performance 
Evaluation Reports Generation
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8. In the pop-up window that 
will appear, input the 
reasons for disapproval.

9. Click Disapprove button.

42

Position Profiling
Performance 
Evaluation Reports Generation

8

9

Note: Once disapproved, system will 
notify the Division Head via email. 



M. Edit Disapproved 
Performance Evaluation
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1

2

Position Profiling
Performance 
Evaluation Reports Generation

3

1. Go to PMES tab of HRIS+ menu bar then select the Evaluation 
menu.

2. Select DRAFT status from the drop-down menu.
3. Click the View button of the target Evaluation.
4. Repeat the steps from K. Drafting the Performance Evaluation 

above. Edit as necessary.



N. Approve Performance
Evaluation

1. Click Pending 
Approvals button.

2. In the icons list that 
will appear, click 
PMES-Evaluation 
button 

3. Hit X button.
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1

2
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Performance 
Evaluation Reports Generation

3

Note: Only the Department Head has the  
authority to approve or disapprove the 
submitted Evaluation. 
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4. In the PMES-Evaluation section, 
select FOR MY APPROVAL status 
from the drop-down menu.

5. Click the View button of the 
target Evaluation.

4

5

Position Profiling
Performance 
Evaluation Reports Generation
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7

Position Profiling
Performance 
Evaluation Reports Generation

6. Review the Appraisee and Position Profile, Competencies, 
and Remarks sections then edit as necessary.

7. Click Approve button.

6
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8. In the pop-up 
window that will 
appear, click 
Approve button.

47

8

Note: Once Approved, the system will 
notify the Division Head and the 
employee via email. 

Position Profiling
Performance 
Evaluation Reports Generation



O. Employee Certification
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1

2

Position Profiling
Performance 
Evaluation Reports Generation

3

1. Go to PMES tab of HRIS+ menu bar then select 
the Evaluation menu.

2. Select FOR MY CERTIFICATION status from the 
drop-down menu.

3. Click the View button of the Evaluation for the 
certification.
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Position Profiling
Performance 
Evaluation Reports Generation

4. Review the Appraisee and Position Profile, 
Competencies, and Remarks sections.

5. Click Certify button.

5

Note: Make sure that your Performance Evaluation 
has been discuss to you by your Division Head.

4
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Position Profiling
Performance 
Evaluation Reports Generation

6. In the pop-up window that 
will appear, input your 
Comments.

7. Click Certify button.

6

7

Note: Once Certified, system will notify the 
Division Head and the Department Head via 
email. 



P. Print Evaluation
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1

2

Position Profiling
Performance 
Evaluation Reports Generation

3

1. Go to PMES tab of HRIS+ menu bar then 
select the Evaluation menu.

2. Select FINALIZED status from the drop-
down menu.

3. Click Print button of the target 
Performance Evaluation.



Q. Generate PMES Competency
Summary Report
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1

Position Profiling
Performance 
Evaluation Reports Generation

1. Go to Reports tab of HRIS+ menu bar then 
select the PMES Summary menu.

2. In Report Type field, check Report type.
3. In Review Period field, input Date From 

and Date To.

2 3 4

4. In Filter by field, select the applicable filter 
from the drop-down menu.

5. Input or Select the additional information if 
any.

6. Click Retrieve button.

5 6
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Position Profiling
Performance 
Evaluation Reports Generation

7. Sort Columns in Ascending or 
Descending order by clicking a specific 
column header.

8. Optionally, click Print button.
9. Optionally, click Export to Excel button.

Note: Only the following employee/employee 
levels can generate this report: 
• President
• Department Head
• Division Head
• OD-HR Manager 

7

8 9



R. Generate ePMES Summary
Report
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1

Position Profiling
Performance 
Evaluation Reports Generation

1. Go to Reports module, 
select PMES Summary 
menu.

Note: Only the following employee/employee 
levels can generate this report: 
• AGM  
• OD Department Head
• OD Division Head 
• Finance Department Head 
• Finance Division Head
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2

Position Profiling
Performance 
Evaluation Reports Generation

3

2. In Report Type field, select ePMES
Summary Report.

3. In Review Period field, input Date From 
and Date To.

4. In Filter by field, select the applicable filter 
from the drop-down menu.

5. Input or Select the additional information if 
any.

6. Click Retrieve button.

4 5 6
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Position Profiling
Performance 
Evaluation Reports Generation

7. Sort Columns in Ascending or Descending order by clicking the rating column header.
8. To view the finalized evaluation of a particular employee, click View button.
9. Optionally, click Print button.
10. Optionally, click Export to Excel button.

10
9

7

8
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Position Profiling
Performance 
Evaluation Reports Generation

Note: Graphical Charts are available 
for viewing.




